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or state education department staff involved with new program

development or revisions of éxisting programs.

instructional content of secretarial education programs in . terms of

program descriptionsg,
course/content goals, and sample performance objectives.

areas for training, program goals,
Descriptions

‘are given of the following course titles: Office Procedures, Typing,
Office Machines, Business Communications, Bookkeeping/Accounting,

and Cooparatlve Work Experience.

A section on
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- OFFICE OCCUPATIONS :
SECRETARIAL VOCATIONAL CLUSTER PROGRAM.
MINIMUM APPROVAL CRITERIA

The following 1nformation is for Use by district-level curr1cu1um planners,
teachers, regional coordinators or Department staff involved with new program
deve]opment or revisions of existing programs. For more information about
1nstruct1ona1 content, see 0ff1ce 0ccupat1ons Curriculum Gu1de - 1983.

The minimum approva] criteria for a Secretarial Cluster program are set forth'

¢+ in this document. The instructional content is outlined in terms of program
descriptions, areas for tra1n1ng program goals, course/content goals and
sample performance objectives “Course titles and descriptions are also
1nc1uded AP _ ' :

The sect1on on organ1zat1ona1 options is designed to 111ustrate a few of the
many ways to deliver the minimum. instructional. content required for an
approved vocational cluster program. Please note that time is illustrated in
terms of credits. Content is illustrated by course titles for the instruc-
tional level(s) to recagnize that students from d1fferent grades may enrol]
in, one or more levels of a-program. - .

Program Descriptiod -

| 3
. The Secretaria) Cluster. program contains planned 1earn1ng activities includ-
\; ing a combination of courses amd pgactical work experiences concerned with
creating, classifying, and filing records; taking manual or machine ‘shorthand
" dictation or transcr1b1ng from dictation/transcription equipment; and carry-
ing out general duties. Places of employment for secretaries .or administra-
tive assistants would be general offices, banks, lega] offices, medical
offices, techntcal offices, dental off1ces, sales- ff1ces or word processing
systems as adm1n1strat1ve support personnel.

. . ’ “x o

" Areas for-Training

Secretary (traditional) s
Word processing secretary -

y 3
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Proqram Goals

» | \
Students will be able to:. = B
e - Plan,. enter and advance in an office occupat1ons career.

o AApp]y habits and work att1tudes needed for success 1n,obta1n1ng
employment, ngtajn1ng;jobs and advancipg in their occupations.
) qsé appropv1ate skills it bqs1:e§s‘commun1cat1ons: -
e  Solve business probkems'ustng computational skills.
o Perform'1nfofmat1on processing tasks.
. _ Follow general pfftee pnocedures. |

e - Arrange.appointments, meet1ngs, conferences and travel for
business staff. . = ~— “ ‘ I

® Estab11sh;andvma1nta1n an appropriate Qork environment.

(3 Ident1fy a variety of career options-and career 1adders
o 1nclud1ng entrepreneurship in- secretar1al work

kY

x»x»x;x»'x»xs.x»x»'zex»x»x»x»x»x»xfx»x»_:e‘x»x»,x»x»x»x»x»x»x»
x»-xpx»x»x»x»x»x»x»x»x»x»x»x»x»x»x»x»x»x»x».x»x»x»-ix»x»r
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Course/Content Goa 1'

CAREER DEVELOPMENT _
Students will be abT/}to - o ' L '
,(Career Plann1n§)

gssess ftheir interest, ‘1tudes and abilities in relat1on to. career T
oals, career requ1rements and 11festy1e preferences. '

. Describe the career ladders for ana]yz1ng jobs and careers
~Apply dec1ston m£k1ng skills in making career cho1ces .

Ident1fy entrepreneur1a1 opportun1t1es in mak1ng career cho1ces

"(Job Seeking) . T R .

Ident1fy primary sourceS'of 1nformat1on on job ava1iab111ty

COmplete a pdrsonal tesume/data sheet on qua11f1cat1ons for employment B
) - - Doy




wrtte a ]etter of application for employment

. Dress and groom appropr1ate1y for job 1nterv1ews . . | - i .
Comp]ete emplpyment appltcation forms
Complete testtng procedures requtred by prospect1ve‘employers

.
-
. . s

-t Use appropriate 1nterv1ew1ng skills. . ) ‘

Descrtbe 1ega1 aspects of hiring, including both emp loyer and employee
‘rights. :

4

| (Jop Retentﬁon and énowtn)

,Conduct a se1f~eva1uatton of persona] traits, work attitudes and career
- goals. . o . ' |

el S : o 5
.. . Evaluate jobs. ' ' : ' ' - | -
Assess’compatibiltty of personal and career-goals. ' . )'-'
: Conduct se1f~appra1sa1s of job performance

Explain the need to keep curyent‘on technofogical advancements through
continued education and training.

L)

"HUMAN RELATIONS

Students will be able. to: SR
. (Personal Traits) s ) ' o "ﬂ‘ : ‘ff v
' Apply acceptable -grooming and hygtene habits. : -

‘ | Apply eff1c1ent and producttve work: hab1ts 1nc1ud1ng

Time management Teamwork

Work flow. management Neatness- ' - :
Punctuality - o Initiative - : ' LR
Regular attendance - - - Self-evaluation ' .

Thoroughness

(work Att1tudes)

N Apply a posittve attitude toward work - .~ o " | LA
; Deal with job stress and conf]tct . . m
Promote a pos1t1ve business“image.with_c11ents. . ' . | | // : .
’ | Show respect for authortty | | |
' R ‘ ' ) ...... .‘ e ’ )
3 ’ \




- performance . .

Show respect for property

e
Demonstrate respect for co—workers

_Acgept and .give construct1ve suggestions and pra1se as rela’ed to’ job

Y.
y

.Accept results of performapce appra1sals as pos1t1ve steps for improve-
ment in job role . .

~App1y ethical behav1or in the performance of Work-ass1gnmenJL. ' S .

‘Honesty . _ B | © . ‘Confidentiplity
Loyalty ' o B : s w

Originate work, L 5

App]y ability to cope w1tn_change.

™

COMMUNICATION SKILLS .

‘Students will be ablesto: o -

(Language Skills) ; . l. ' : ;,ﬂ o o SR
Punctuate and capitalize correctly | h |
lApply spelling ru]es S T e e
Use grammar that is:correct and appropriate to busineSs commun?cat1ons
‘Divide words correctly. . - ',
Use appropriate bos1ness Vocabulary.
Use numbers-correctly. | P | |
’ Write legibly. - | | - o . !

Use the fol1ow1ng reference sourceS4

Thesaurus | Telephone directory !
Secretarial handbooks Oregon Blue Book and related
1ip code directory.and ‘other .- government/public resources
postal 1nformat1on D Catalogs .
. "Almanac . ~Library
. Atlas - . Equipment manuals _ .
Professional/trade publ1cat1ons , _ : o ]
Company handbooks or procedures - . _ ~
. manuals S o O T o A
A . \\
. \
) [ o Y '
. T 6
‘/ .‘ * '
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(Basic Verba1/NonVerba1"Skills)"i et " E
. . . . .j T e ", .
> Read with speed and cqmﬂpehension T o R
: ;. . ST
~ " Write business 1e¢ters, memorandums and reports VAT
¢ .. N
B Speak effect1ve1y 1ﬁ mget?hgﬁ and discussions w
Listen effective]y ’ s L
! N | e I
qasf nonvarba] communications effeetive1y '._ e, e
Body 1anguage L \‘V..bi.ce inflection
; ‘,‘ oot ! , - ) ) v .
(Proofreading and Editing) s . ';Y' c .

Use proofreading marks to 1nd1£ate needqd'correctrons
1
ﬂdentify errors. 1n typing,. grammar spelling and word.ysagé.‘

Ed1t anu revise text on hard copy or CRT. '4: e
_COMPUTAJIONAL PROCESSES- . . .~ IR
Stud 1]1'Be ab{e to;' | . | ‘
(Co&p tvtiqﬁal Ski11s) v | ‘
@ﬁg,‘subtracf, mu1t1p1y and dividgtyﬁo)é numbérs.. : . '.;
ﬂcdﬁpd%é with”fractiona,.decimals_and“bercentages: - L L , an
L Estimate an;wers 3 _f‘rf o | - ;1-‘. - ’ | Q | :
. ‘iz}:ﬁspsgx cal pnoblems through app]icatiohs of” basic computationa]

So]va'business prob]ems on a 10 key keyboard .’

(F1nanc1a1 Records) -,f
Perform the follow1ng bookkeeping functions'” '
Tt Recqrd transactions . ‘Operatefa petty cash fund Lo '
. Prepare information for "' Make chafge C - o
.+ » financial records - °~ .  Process accounts payable e
, Retrieve information from "~ Process accounts receivable .
_ _ financial records - Record and maintain 1nventory
+. ', Prepare and maintain payro]l_ - records- ‘ R
"‘_ . ’ "‘?ecords . . : . v . : ] - ‘ . -
’ . 4 \ v )"" ’ \ -
8 ' ) ! 0 . .
- J '7 co , ‘w‘ - |
F Lag ’ ‘Jiv ' ' h " .
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el Perform the bahking fgpctions o# "a. business d&fice-'<- o
ct ‘o ", . s - J “.i‘ g _’,\ * . iL A .
A Deposit funds . P chonciﬂe accounts <r~{ P
,,rs, *AMa1nda1n check reg#ster,jﬂ' PRI RS IS
, : ~ 'l ‘4" 4 > = ." u ': ” . ':;-’r. * , : A "".‘
INFQRMAIAON PRQ;:ESS‘D‘NG T A R TR
Sfudents wdﬂl’be able to*” R A R O A SRR
o Y ¥ b .t ‘.'} ' ‘\.'."’ "a_‘ .. ,‘._ L SRR '7 ‘-'"wm . ‘. ~"'
‘(Qictatibn/TransefiptiOn) R \“ c J-}f 43‘ L
S r y : ,:‘ -.; . , S Y O .
O “Take dictatﬁon USing shorthand an+aéceptable alternatiye or d1ctat10n‘
-+ 2equl ment o UL e e N
Y v ﬁ\ ' H a‘i':' bR ':‘\!4‘4 : N :"‘. ' v ‘ . ..“ Y ) . L}
= Give dictat?on verbally or with dictaiion?equipment\q;jhg"correct
procedu‘res ‘ ! > . .”‘t ' ~ . '. oy B '
9 Transcribe d1ctation using transcription equipment or written notes into.”
5 fina] document form I N
(Keyboarding) s

»

N

Use correct keyboarding techniques fn the operation of :.

Typewriters

Microcomputers

atcuracy.

w
’

Operate a 10 key keyb&rd by touch w‘ith accept&le levels of\ speed’ am{ o

'Select appropriate format for business documents..

Compbse business documents at t%; keyboard .

I
.

Produce business documents suchas:

.

Business letters and envelopes

Inter7intra-office. c
Minutes and reports o
Cards’ and -1abels.
" Finahcial,

Erasing
Applying’ correction fluid .and

Manuscripts

tabulated and
mistellaneous reports

correct1ons on copy by:

Correction ,tape on typewriter
Correct1on paper

-

meetings

self-adhesive or paper. tapes

mmunications

N

'Outlines”fD

" Processing

¢

word processors
Data entry terminals

.o ,
‘v i -

-
d . ~

hd -

Meeting agendas

% -

»

Pre-printed bustness forms, such

-as checks,

+ tions, purchase orders,

. {nvoices and vouchers
Legal,
documents

Sdueezing and spreading

purchase requisi-“;

medical and technical

Backspacing and strikeovers on

»correctin
uipmient

, *Cutting and pasting

L]

‘typewriters and word
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")

__:effect1ve formatting techniques in: a]] methods of reprographics

" phepare masters, select: appropriate. materials and 9PQrate7equ1pment'to-

B ._duplicate materia]s "g?-- e R
3 Sp1r1t duplicator - . .+ .- ‘Photocopier. . . ‘
Mimeograph - " -~ OffSet . o ' T
.Heat sensitive dup]ication ST ! : .
(Thermofax) - : ' o
,Prepare paste ups for photocopying : 44;
' e-Collate‘andistaple dup11cated materials e I
'Locate outside printing serv1ces availabTe to their office .h

 0perate microfiche and microfilm reader and’ printer

‘Determine most efficient and cost effective method of - reprographics for a D
part1cu1ar ‘job. A . : ‘ s

(Information Processing Concepts) o f _ BT o e

K Exp]ain that 1nformat10n processing is the 1nteract10n of people equip* : <
. ment and- procedures in processing 1nformat10n from ideas” into written :
_ . . N

documents. , . A\\“/;;
Use the vocabulary that relates to 1nformat10n processing such e;ﬂ

. N
Cathode ray tube | - Dedicated vs nondedicated .-
. Punched card © (software-based) system
Magnetic tape/card . " Networking - ' °
Electronic typewriter ’ Peripheral devices
Display vs. nondisp]ay"- Phototypesetting
Floppy disk

Standalone text editor vs : N
shared_logic system ' L '

~ Explain the steps in the information processlzg/cycle:

"Input - - _ _ﬁ Reprdduction’
Processing . . : -Distribution
Output : B Storage/retrieval *

Explain fhe'app]itations of 1nformet10n processing: 'ﬂ-v o ': ’;h'

“Repetitive communications “Transcription typing
(form letters) C ~ Text preparation and ed1t1ng

hJ




Comb1ned repetitive and :
variable typing (f1nanc1a1 .
'statements and tabu]at1ons)

- "GENERAL OFFICE PROCEOURES’
Students will be ab]e\ to:
\ -+ (Mailing and Sh1pp1ng)
| . Process 1ncom1ng mail:

O | a
A Open and sort :
Ma1nta1n register ,

~

Process outgoing mail:
oo Fo]d and 1nsert letters and
~, enclosures in mailing envelopes
Address letters and packages .
. wrap and seal packages
Manually stamp and seal enve]opes
. . Forward mail
. - Insure, register and cert1fy mail

,Use u
Arrange for freight express, -UPS,

N - O

Composition
N,

o

‘ : List and explain careers_aya11ab1e-1n information processing.

¢

?
D1str1bute

Read, h1gh11ght and annotate

Operate. postage meters and scales

Calculate postal rates .

Purchale postage for meters ..

Procesg bulk mail’ :
Postal Service maﬂ&a]s

_private mail and fast/overnight

Prepare mailing lists. Mail service
Trace mail . - ' .
iTe]ecommunicacaoﬁs)' .
Use appropr1ate procedures and voice skills in answer1ng a te1ephone
'Place 1oca1 long d1stance and conference te]ephone calls.
W _-'.'% . Transfer or refer telephone calls to other areas. and departments.
screen te]ephoﬂe calls for emp]oyers and sUpérvisors; |

Send and receive telegrams, mailgrams and cablegrams. .

o Maintain record of 1ong—d1stance te]ephone'cai]s. C A |
EXp1a1n trends and -changing techno]oq1es in telecommunications such'as:

Electronfc.mail - : . Modems
~Facsimile : - * Teleconferences

(Recept1on1st Techniques and .Tasks) ,

‘Recefve and host office visitors..

‘Place calls with consideration to the time zonesxof_the receivers. wo




SR TENATEE SURUR MR
" Provide information to v1s1tors. ' |

. ' N S . T’

Screen visitors for persona1 meet1ngs w1th bus1ness staff, .

. .

Introduce vis1tors to off1ce staff
Assist v1s1tors to appropriate locat1ons 1n office area
'Make pre— and post~meet1ng and conference arrangements

. ~ ‘ v X
L} ~ . ..V LN .
! . " .
. N . . .
.

Ma1nta1n v1s1tor log.

. N -.-“. R b ‘ -
' Order and ma1ntain suppl1es for the office. o i T
-Rece1ve and de]iVeerusiness‘messages for ‘the staff. - <; . ;~
~ Mainfain a positive relationship with visitors. o _'\ 4 ' | | X
" Arrange guided tours for visitors. . : | s
. . : . . _ . ' '\ §
_ Ma1ntain'a clean and order1y reception area. ' '\ L
1 - .
' f Hand]e cr1s1s s1tuat1ons that ‘arise 1n.1he off1ce: (3
Emergengdes , ', ) _ . Security ' C N . A
Irate customers ~ ' . . L K J
S o > u’.q' -
Explain the logisfics of the office: . B S N,
Staff assignments and . Resourf® available to the office
. responsibilities = . . a 3 .
(Records Management) : '}' . o _ o . .-
Exp1a1n common methods of records storage: ’
». . ’
E]ectronjc o . Microfilm S
Microfiche . L : : . o -
.Estab11sh; superv1se and/or'ma1nta1n,f11es. v .
. (Establish and/or’ maintain filing systems: e A
A]pha/numer1c | = _ Subject o . e
Geographic L , IR
'Process. sort and file business records accord1ng to the records manage-
ment system . -
B Standard documents L © Magnetic. media .
Computer printout records Microf1che ahd m1crof11m | e 6
~ Computer tape records » . 2 : -




Handle class1f1ed and conf1dent1a1 files.
Retr1eve needed information from f11es - ,r!

P LA
[

-* Administer charge out procedures for files.
.Estab11sh and/or ma1nta1n cross reference T1sx1ngs
Maintain-: secur1ty on confjdent1al fi]es

Merge and/or revise f11es |

. Apply procedures for purg1ng of files: . ”

‘ . Transferral of records from act1ve to inactive f11e5' .
Dispesal of unneeded records: : . .

Supervise the ma1ntenance_of'decentra11zed files.
MAKING BUSINESS .ARRA_NG_EMEN.TS . - o .
Students will be able'tor - |
| Schedule and confirm business appointments and meetings., '.4

ﬁa1ntain appointment ca%endars ’ - - o

qPrepare da11y appointment soﬁedules - . - I

Cancei"’ﬁ/or reschedule appointments | S |

Schedule and conf1rm facil1t1es for meet1ngs and conferences

"Help- prepare enterxadnment plans for receptions, .luncheons and dinner.

Prepare and confirm arrangements~fbr mee;;ngs and_conferences.

Use travel information resources:

_ Travel agencies | ' %&fﬁc1a1'nirﬂ1nei6u1de ‘
. Transportation schedules o \ Hotel/motel gquides -
Make travel reservations, P ' . __ég,
‘.compﬂe ‘schedules and itineraries. - . o s
’ <3
Prepare and secure travel advances and’ traveler s checks:. .
. Make teleconference-arrangements. ; " A
. . . /
' /
. , ~~ 10 12 '




WORK ENVIRONMENT N ,
- Students w111 be able to: . : T '; ' . -. . '

R Understand the requ1rements of a productfve off1ce env1ronment
’Set up_appropriate personal work stat1on5 |

Arrange work schedules to enhance the work env1rqnment 1nc1ud1ng time\for

lunch, breaks and work-related errands e
.8 y) ) o . _ X ‘ - '~.

Work safely in an oﬁf1ce env1ronment, - ; L e

A vy - 3

-

Samp}e Performance 0bject1ves
A\

Students will be able to

Transcribe d1ctat1on us1ng transcr1pt1on equ1pment or wr1tten notes 1nto
final document form. .

Given one average- hength letter and one average length memorandum, .
the student wilt transcr1be each irf mailable form w1th1n 45 m1nutes

Prepare da11y appo1ntment schedules. . | A' . | e

G1ven a number of disorganized notes and memos, the student will
prepare a one- day schedule of appointments w1th 100 percent -accuracy.
4

" Use travel information resources.

Given a copy of the Official Airline Guide, the student will plan d
round-trip by air between the nearest commerc1al airport and a des-
tination of h1s/her choice involving at least two plane changes w1th
100 percent accuracy

Course Titles and 0escr1nt10ns' : 4 ' N

v
8
. '

\ . .
\ OFFICE PROCEDURES. (Year): Office procedures is often referred to as the
"capstone course" of an office occupations program because it ties together
the knowledge and skills acquired in other business. courses. It also intro-
duces the student to new, related subject matter, adding to h1s or her compe- -
tence as a future office employee. )

Office procedures should establish a 1ink between school and business, and
"should, therefore, include all information, procedures and equipment typ1—
~cally used in an office. This includes tra1n1ng in word and data processing,
- mailable letters, letter writing, calculating machines, mait and shipping
?;w\ seﬁfices.'f1]1ng‘and records management, reprographics, financial records,




te]ephone techn1ques and transcr1pt10n The course also includes job appli-
~cation and career 1nformat1on, emphas111ng the development of product1ve "
 attitudes and work habits. - :
- . .

. . Instruction maybe prov1ded through traditional classrooh'tthﬁﬂques, ind{~
vidualized instruction (opgp tab), model office, office simulation or a com-
bination of these approaches. The course should be used as the related
classroom instruction for office occupations students pgrticipating in coop--
erative work exper1ences - For those students, classwork is correlated with .
actual experience in a business office. Usually students spend half the
schodh day in classes and the other half in an office. Classwork concen- .

" trates on officé occupations skills and procedures, although additional work

o may be assigned to students in specific areas where Job performance shows a

need for it. » *

W ' J
-\ TYPING II (Year): 1In advanch typewr1ting, students develop employment
skills. Production work Ts the major emphasis of the. course, and 1nc1udes
typing .manuscripts, stencil and spirit masters, programs, m1nutes of meet -
ings, statistical tabWes and business forms Students learn to dictate at
the typewriter and correct errors. They perfect their typing sk111s" through
. - -ass1gnments that are. typ1ca1 of actual office work.
. LN
OFFiCE MACHINES (Year): Schools can teach machine ski1ls several ways. One
- is to offer a separate office machines course. Another approach is to teach
-these skills in other courses .such as. office procedures, business math and
' advanced typing. A third a]ternat?ve is to offer office machine 1nstruct1on
in a skills 1aboratory with individualized teaching.

"~ As“a separate course, 0ff1ce Machines teaches students to solve business
problems by using various bustness machines such as the-electronic calcula-
_tor, reprographic edu1pment d1ctat1on/transcr1pt1on equipment and word/data
e process1ng equ1pment _ ‘

. BUSINESS COMMUNICATIONS (Semester): Business Commun1cat1ons emphasizes gram-
" mar and writing for busdness letters.  Students should also study the various
types of oral communications, including 1istening, speaking, dictation and

* telephone techniques, as well as the process and theory of communications,
nonverbal communication, read1ng for comprehens1on proofreading and ed1t1ng

BOOKKEEPING/ACCOUNTING 1 (Year): Bookkeeping/Account1ng I gives students _
experience maintainind financial records, along witwinterpreting and analyz-
" ing 'them. Practice sets with business papers may. be used to emphasize record.
' management. Instruction in the application of electronic data processing may
also be integrated throughout the course. The fundamentals and term1no}ogy
of account1ng are emphas1zed
This course usually 1nc1udes %he basic methods of %omputihg, classifying,
recording and maintaining numerical data involved in financial and product’
_control records, including the paying and rece1v1ng of money. :Career objec-
tives related to bqokkeep1ng and accounting are-identified and discussed.

+ "SHORTHAND I (Year): Sththand 1 covers the theory of shorthand emphas1z1ng,
-read1ng and writing skills, d1%tat1on ;and transcription During the second
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semester, students increase their note-taking speed and Vedrn to transcribe
mailable letters on the typewriter. The course integrates shorthand, typing .
and language sk1lls . . ' oo ’ .,
/ SHORTHAND 11 (Year): Shorthand II\is designed for secretarial student’s w? '
v ~ want further shgrthand skills. Speed building and typewritten transcript on.
“of mailable letfers usually are the two most 1mportant units following a
review of shorthand theory. Emphasis is-placed™on the production of }etter$~
_ according to office Standards. Students may also practice taking d1ctat1on -
~ ~using 1etters of increasing diff1cu1ty and 1gngth L
A COOPERATIVE WORK EXPERIENCE: The term "cooperative" refers to the work1ng ) o
'R, " relationship between office occupations, participating businesses and local -
. " *schools. Office occupations instructors and employers work together to
~ develop on-the-Job learning .experiences which will reinforce classroon
instruction. Students are awarded credit for these experien"; Employers -
‘help coordinate on-the-job activities and supervise traipees. Students,
teachers and employers plan and evaluate the program on a regu]ar bas1s

-

The office occupations 1nstructor and é/hloyer outline 1ndﬂw1dua] student's -
‘responsibilities -and tratning experiences on the job in a written document .
cal]ed a training agrdement:- Job experiences are coordinated with classroom
- 1nstruct1on and opportunities are identified for the student to apply currg-
culum on the job. The agreement is usually signed by the employer, student, -

» teacher, and parents or -guardian; it requires school approval. A written L
1earn1ng program known as a training plan details the task to be learned by -
“individual students, and may suggest learning-activities for each task.
‘Plans serve-as a structure for learning experiences and can also- help in
evaluating student.progress. Plans can be maintained by students to help
them deve]op a sense of responsib111ty for the1r own progress.

Ly . ) . ) \
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N Minimum Secretarial Vocational Cluster AD§\9v61 Cr1xer1a

In ddd1t1on to specific cluster criteria, state- abproved vocational programs
- shall meet the -criteria for approval of all secondary vocational education -
. instruction as listed in the Handbook of Pelicies and Procedures- for Voca-

tional Edqu;ion Instruct1on in_Oregon Secondary Schools, 1985. - e
. . . . . v . ' ’
Cr1ter1a out11ne ‘ ' S . a— o _ L
) o 4 credits (130 hours per credit) offered within a maximum of four years:

- . 1 credit off1cé-procedures ‘ : \1 . ' '
o : - 1 credit vocational shorthand’ T T 4‘-
5 y ] e
]

credit second-year typing

credit to include any of the fo]ﬁng or the Equivalent

1/2 credit business communicat@®ns - .

. “1/2 credit office machines , s
' 1 credit accounting .

2 credits secretarial- re]ated cooperative work experience

° Instruct1ona1 time blocks of sufficient duration for skill development
to meet industry standa;q§

",v,:,‘(‘

e Program goals, course- goals and 1nstruct1onal contant which ref]ect
those in the state c]uster brief.

e Provision for occupatjonal cooperat1ve work egpen&ence.-
"o Vocationally certified teacher. . - - s
e An active, representat1ve occupat1ona1 advisory committee.

e Future Business Leaders of- Amer1ca (FBLA) as an integral part of the
instructional program.

_*.****‘**********.*****,*'***********‘*******

'g_ganiggtidnal Options

* There are many acceptab]e options for del1very ofs 1nstruct1ona1 content while

"~ assuring that a quality program is provided. Schools have the opportunity to
schedule classroom and laboratory activities to accommodate students and to
facilitate learning. Delivery options include after school weekends, summer -,

school or alternate days
|

»
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"Options:
A: FOUR-YEAR Year 1
PROGRAM |
s - R /
, Year 2
' Year 3
- ] ‘
. Year] 4
B: THREE-YEAR Year 1
. PROGRAM : N
)year_z ‘
/.
Year 3
.. 14
C: TWO-YEAR Year 1-
‘ PROGRAM
‘ Year 2

i J

*0ffice Machines Account1ng I
. 1/2 Credit 1 Credit -
Shorthand 1 Typing 11
1 Credit \ 1 Credit”
Shorthand 11 Bus. -Communications
1 Credit "M 1/2 Credit '
Office Procedures | . CWE
, 1 Credit T Credit
;- .
Typing HT Shorthand I
1 Credit

lfCredit

’Accounting T

Shorthand 11

1 Qredit

1 Credit 1 _Credit
- 0ffice Procedyres CWE
1 Credit 1 Credit
Typing.II Shorthand 1
1 Credit ) 1 Credit )
Office,ProteduEEE - CWE
1 Credit

If you need technica1 assistance, call the Occupational Program Spec1a1 st

at the Department of Egucation
' appear on the first pa

ah/0012v
101084

T

15

The specialist's name and phone number™
e of this document

",.

528391904995




